	Number of months prior
	The following should be carried out, at the latest, by the number of months prior to the conference as indicated in the margin.



REGISTRATION COMMITTEE
	Note:
	The chairs of all committees will meet regularly with the Conference Co-chairs.

	See also:

	· Policies:  Finances, for:

· Professional development fees

· Differential registration fees

· Post-dated cheque policy

· Refund policy

· Speaker’s honorarium

· Policies: Exhibitors

· Finances Committee 


	Number of months prior
	The following should be carried out, at the latest, by the number of months prior to the conference as indicated in the margin.

	30-26
	· 

	25-24
	· 

	23-20
	· 

	19-18
	· Recruit committee members

· Co-chairs should assign each member to one of the following taks:
· design registration form; liaise
· design PDFs (e.g. registration card, official receipt, labels, etc.) 
· receive and post payments through cheques and IATS and daily post and confirm in MCIS

· coordinate registration site at conference

· pre-registration (including payments received by cheque and credit card); liaise with MCIS & Website chair re MCIS framework, process and training

· on-site registration (pre-registered delegates, speaker registration desk, and incomplete registration desk) 

· enlist help of committee for on-site registration, and prepare registration package, including registration card and official receipt

· Using Excel Finance worksheet, draft Registration budget 
· Liaise with Finance committee to discuss a plan for boards that want to pay for a number of delegates (15+); consider the following:
· establish a set deadline for such a plan;
· have board co-ordinator ensure that all board delegates register online and receive an MCIS # and confirmation page (delegate to fax a copy to co-ordinator as proof); if board is also purchasing an OAME membership for those delegates, that each so indicate on their reg in MCIS;
· have co-ordinator emails registrar names, MCIS #s and amount owing in one document; board can then mail the board cheque (issue an invoice if needed);  provide a short window for payment of board delegates, well in advance of online pre-registration (ie. 7-10 days before the conference) 
· Liaise with Exhibits chair to request information regarding major sponsors for registration card

	17
	· Edit / revise budget; conference with Finance, if necessary

	16
	· Edit / revise budget; conference with Finance, if necessary

	15
	· Finalize budget and submit to Finance committee

	14
	· Liaise with Finance committee and establish a differential registration fee which includes a PD fee that goes directly to OAME (currently $35 per delegate)
· the registration fee for a full OAME/AOEM member should be based on the projected total expenses of the conference, divided by 700 (full-time equivalent) delegates.  (Formula to Calculate Conference Fees) 
· the OAME/AOEM membership policy states that people paying their membership fees with the conference registration are eligible members for the conference; MCIS will calculate the discount automatically (see Confirm Selections page)

· the committee should be alert for people who wish to claim a member’s rate based on school membership; only one person per school is allowed to use the school membership on any given day

· complimentary registrations are to be given to most speakers (one per single session) and the OAME President and Executive Director(s) in office at the time of the conference (see FINANCES Committee – 16 months prior)  
· Liaise with Finance regarding refund policies and post-dated cheques; discuss the following:

· if a refund is required, a $25.00 administration fee is applied; refunds will be granted until 10 days prior to the conference only (See POLICIES, Finances)

· if a decision is made that post-dated cheques will not be acceped, a notice to this effect should be included on the registration form as well as on the MCIS website

	13
	· Chair to begin to schedule monthly meetings to confirm progress of committee

	12
	· Attend current conference; 

· shadow chair and discuss procedures, problems, suggested improvements, etc.

· pick up a registration package for reference purposes

· Revisit conference site for next year

	11
	· 

	10
	· Request student volunteers, if required; create job description(s)
· Request signage from Facilities committee
· Liaise with Finance and MCIS / Website chairs regarding information required for registration, including fee structures’
· Liaise with Registration regarding fees and details on registration form / receipts 

	9
	· Liaise with MCIS & Website chair to provide necessary details regarding Setup Conference area of MCIS and website, including:

· events

· fee structure; note special rates for regular, student and retired members only of OAME
· registration process, including steps to be listed on the website and in program / brochures / posters created:

· register and select session FIRST and get an MCIS #

· pay within 14 days of selection

· include OAME Executive Director(s) phone number and email to help delegates register

	8
	· Create a draft of a registration form for approval by co-chairs and by OAME Executive Directors in office at the time; include:

· registration fees

· delegate information

· OAME membership number / request to become a member

· special dietary needs

· paid evening events

· total amount enclosed

· MCIS#

· parameters for complimentary registration (ie. one complimentary registration per single-session workshop; two complimentary registrations for a double-session workshop or repeated single-session workshop)

· refund policy

· mailing / credit processing information

· registration contact information
· Liaise with Program, Hospitality and MCIS committees; provide description of each social event and fees and provide input on design of name tag (ie. tickets for events), and include location and time

· Liaise with Hospitality committee for inclusion of social events on the registration form
· Liaise with Finance and MCIS Coordinator regarding fee structure 
· Establish a process to monitor workshop registration, tracking of delegates registered in each workshop session (up to max) 
· Request for student aides; include a brief job description and any qualifications needed;

· Request signage from Facilities committee;

· Seek out feedback from co-chairs and committee;
· Submit information regarding registration to MCIS / Website chair for uploading

	7
	· Review and revise registration form  

· MCIS mock registration field testing;

· Modify registration form and field test again

	6
	· Send registration form to Program & Speakers committee chair to include in Program; send registration information to MCIS & Website chair to be posted on website.
· Liaise with Exhibits chair to include major sponsor logo on name tag 

· Liaise with MCIS & Website chair regarding design of receipt format and name tag

	5
	· Open MCIS delegate registration; liaise with the Executive Directors when registration starts via MCIS
· Export registration data to Excel on a weekly basis; this will allow for monitoring of registration (including duplicates), payments, etc.

· Record payments in MCIS for payments received by cheque and credit card where needed (see Record payments); log payments (including delegate name, MCIS #, and payment amount) on Excel for submission to Finance chair with cheques on a weekly basis
· Provide conference co-chairs with a weekly update of registrations; use View Quick Stats on MCIS
· If there is a problem with a payment (cheque), contact the delegate by phone in order to rectify the situation before the conference; if close to the date, include this delegate in the “incomplete registrations”
· Get current membership list from Executive Directors, if not using MCIS
· Liaise with Facilities committee to arrange for 6-8 laptops and 2 printers for registration desk for live online registration (wireless preferred), as well as physical arrangements for registration area (attempt to locate it close to the Hospitality booth) at the conference; four stations are required:
· pre-registration

· on-site registration, including a section for new registration (project 10% walk-in registrations) and a section for incomplete registrations (ie. money owed)

· speaker registration

· exhibitor registration

	4
	· Continue to monitor and record payments for MCIS registration

· Provide Hospitality with inserts for delegates package (envelope) and/or bag
· Email log of payments using Excel to Finance chair, and send cheques on a weekly basis

· Liaise with MCIS chair to finalize name tag design

· Liaise with Finance committee re deposits of cheques and credit cards

	3
	· Liaise with MCIS & Website chair to create PDF design of name tag, labels for envelopes (name and MCIS #) and receipts via MCIS (Design PDF’s)
· Continue to monitor and record payments for MCIS registration

· Email log of payments using Excel to Finance chair, and send cheques on a weekly basis

· Notify Program committee re any presenters who have not yet registered
· Send items for delegate bags / packages to Hospitality committee

	2
	· Continue to monitor and record payments for MCIS registration daily; refund multiple payments promptly
· Finalize PDF design of name tag , labels for envelopes (name and MCIS #)  and receipts via MCIS
· Test run name tags

· Email log of payments using Excel to Finance chair, and send cheques on a weekly basis

· Update Hospitality committee of number of delegates registered for social events
· Liaise with Program and Facilities committees regarding expected attendance, program, hotel maps, and session room assignments; use Excel spreadsheet to create schedule of needs per room; include:

· Room number

· Session name

· Presenter name(s)

· AV / technology equipment requested (map out location)

· Software requested

· Room layout, including presenter table

· Room capacity

· Session Proposal (SP) code

· Workshop session number

· Date

· Period

· Obtain updated member list from Executive Directors and arrange for transmission of new-member and renewal data and funds
· Liaise with Program and MCIS chairs regarding expected attendance for each session

· Liaise with Facilities committee to arrange for 

· laptops in registration area for live online registration (wireless preferred) 
· printers (2) for printing of receipts and name badges for on-site registrations 
· Session room assignments
· Send items for delegate bags / packages to Hospitality committee

	1
	· Continue to monitor and record payments for MCIS registration daily; refund multiple payments promptly
· Email log of payments using Excel to Finance chair, and send cheques on a weekly basis

· Update Facilities and Program committees re number of delegates to date; update Hospitality committee of number of delegates registered for social events

· Prepare copies of paper with conference header for printing of receipts on-site
· Liaise with Hospitality committee to prepare registration packages

· Plan layout of registration area; ensure:

· many lines (smaller alpha ranges) for pre-registered delegates; this will make for shorter processing and happy delegates
· an area containing at least 6-8 laptops for on-site registration via MCIS; wireless access is preferred;

· have some hard copies of the program booklet available for delegates to review while waiting for on-site registration

· have at least two committee members available to assist delegates in using MCIS at on-site registration area

· delegates who wish to change sessions should be directed to this area

· an area (beside laptops) for payment and printing of receipt once on-site registration via MCIS is complete; delegates then move to area (beside payment / printing of receipt) where name tags are printed and they receive their envelopes
· an area for incomplete registrations; this can coincide with payment and printing of receipts area 

· speaker registration

· exhibitor registration in exhibitor area
· scheduled at least 10 committee members and 5 student volunteers for busy times at the registration desks
· 1-2 committee members available in the registration area to answer questions, direct delegates, etc.
· Prepare schedule for registration desk
· Cooperate with the Finance Committee in forwarding membership fees to the AOME/AOEM Executive Director(s) with the list(s) of renewing and new members
· In preparation for batch printing via MCIS, send blank name tag PDF to printer; print 1500 copies on card stock with perforations for folding into name badge and separation of tickets

· Print name tags for exhibitors and committee members

	1 week before
	· Co-chairs, Facilities chair, Hospitality chair and Registration chair meet with venue contact(s) to review contract 

· Liaise with Finance to identify delegates who have an outstanding payment; print off each delegate confirmation page and staple to outside of their envelope; organize in “OUTSTANDING PAYMENTS” box for “ONSITE REGISTRATION”

· Test laptops and printer to ensure that they are in working condition; have back up printer toner / cartridge available

· Liaise with MCIS & Website chair to close MCIS registration

· Liaise with MCIS & Website chair to print batches using MCIS (Generate BATCH PDF), including:

· name tags

· labels for envelopes (if using them)

· receipts (if printing them)

· Prepare envelopes for delegates with name tag, receipt (if pre-paid) and name badge; label on front including name and MCIS # (optional)

· Prepare envelopes for speakers including name tag, name badge, thank you card / letter and gift; label on front including name and MCIS # (optional)

· Prepare 100 generic envelopes for on-site registrations (optional)

· Prepare delegates bags on site (if possible) or off-site and then transport to site the day prior to the conference with Hospitality committee members
· Liaise with Finance committee regarding outstanding payments

	1 day before
	· Set up registration area in AM (see month 1); test for electrical loads on circuit; plan to staff registration areas late the first night

· Test wireless internet connection and MCIS on-line registration

· Open conference registration for evening registration; Place Registration in CONFERENCE Mode in MCIS

· Wear conference t-shirts

· It is recommended that you do not post a complete listing of sessions with room numbers to avoid session-jumping and exceeding session maximums

	0
	· It is recommended that you do not post a complete listing of sessions with room numbers to avoid session-jumping and exceeding session maximums 

· Wear conference t-shirts

· Set up live (wireless) online registration on site
· Liaise with Promotions and Hospitality regarding Hospitality table

· Use student volunteers if needed to support busy times

· Be prepared to deal with inquires related to receipts, changes to sessions, sessions that are full, etc.

· Open conference feedback evaluation onsite

	-1
	· OAME/AOEM Executive Director(s) will provide registration committee with a list of new members and renewals; liaise with Finance committee to send membership monies to OAME/AOEM
· Cooperate with Finance in forwarding membership fees to executive directors with lists of renewing and new members
· Complete a report on the functioning of Committee for the conference co-chair  
· Include recommendations as required for the next Registration Committee  
· Send letters of appreciation  
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